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TO:   All ISIS State Agencies 
 
FROM:  F. Howard Karlton, CPA, CGFM 
   Director 
 
SUBJECT: Instructions for Preparation of the Annual Fiscal Report (AFR) 
 
Enclosed are the instructions and forms necessary for the completion of your reporting 
entity’s Annual Fiscal Report for the period ending June 30, 2003.  OSRAP will prepare 
all of the depreciation schedules for movable property and buildings.   
 
As in prior fiscal years, you will obtain the “lead” schedules for Schedules 1, 3, and 4 
from BUNDL.  You will notice there were no changes made to these forms.  In an effort 
to aid agencies, all applicable information in the ISIS files has been accumulated and the 
schedules produced.  The lead schedules, which may be obtained from Bundl, are to be 
returned with your completed AFR packet.  DO NOT RETYPE THE LEAD SCHEDULES.  
Add the changes in the adjustment column on all schedules and adjust accordingly. 
Statements A and B and Schedules 2 and 5 will no longer be produced and are not 
required for all agencies except Non-ISIS and elected officials.  Information that was on 
these statements and schedules, will be included in the notes, such as payroll accrual by 
programs, petty cash, deferred revenue, and GASB 34 accruals.  The information 
needed for Notes J (annual and sick leave) and R (payroll accrual) will be provided to 
you from OSRAP.  Other information, needed by this office, will be obtained from ISIS 
reports.  Again, you will be required to provide GASB 34 accruals, but beginning this 
year this information will be provided on Schedule 14.  Starting this year, we have 
included a Schedule 15, Comparison Figures.  This schedule will assist OSRAP in 
determining the reasons for changes in financial position for the state. 
 
Schedules 1, 3, and 4 will be on Bundl after the 8/14/03 close.  The ISIS report numbers 
are 4G31, 4G32, and 4G33, respectively.  Any changes that are needed on these 
schedules should be made on the original. 
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As in the past, agencies should consider materiality before making adjustments to ISIS-
generated schedules. Remember your agency reports are intended “to present fairly, 
in all material respects, the financial operations” of your agency. In this regard, the 
following table will be the basis of determining materiality and will assist you in your 
decision of adjusting the system reports or submitting them unchanged. If your  
aggregate adjustments are $100,000 or more, we ask that you adjust the lead  
schedules regardless of the conclusions drawn from the materiality table. Additionally, 
in deciding if adjustments should be made, you should use the aggregate amount of all 
adjustments.  For example, if you have $300,000 in expenditures with five adjustments 
totaling $15,000 or more, you should take the adjustment. Each adjustment does not 
stand on its own.  Materiality under the sliding scale method may be determined by 
multiplying the appropriate factor below by total revenues or expenditures.  Using the 
table, apply the corresponding factor, interpolating as necessary between two factors. 
 

Revenues/Expenditures Factor 
$       300,000            .050 

1,000,000            .017 
5,000,000            .015 

10,000,000            .012 
50,000,000            .008 

100,000,000            .007 
1,000,000,000            .005 

 
 
Materiality factors are designed as an aid in completing the AFR.  To ensure that the 
materiality tables shown above are not impacting the state’s CAFR adversely,  keep a 
record of all the differences you discover and do not reflect on your financial reports.  
This list must be forwarded with the AFR packet to both the Legislative Auditors and to 
this office.   
 
The forms and instructions are designed to meet the general needs of most reporting 
units; however, this should not preclude adaptations (after approval from this office) for 
units having unique reporting situations. 
 
You are not required to submit copies of system reports with your AFR (except 
Schedules 1, 3, and 4).  The reports that you need not submit include the appropriation 
reports, agency trial balances, and copies of any ad hoc reports. 
 
Any changes from last year in the instructions, AFR, and notes appear in bold lettering. 
The completed packet should include the following: 
A. Schedules 

1. Schedule 1 (General Operating Appropriation Funds, Schedule of Revenues 
and Expenditures - Budgetary Comparison, Current Year Appropriation
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  Budget Legal Basis) 
  2. Schedule 3 (Schedule of Appropriated Revenue by Type - General 

Operating Appropriation Funds) 
  3. Schedule 3-1 (Schedule of Adjustments Due to Cash Basis Programs) 
  4. Schedule 4 (Schedule of Non-Appropriated Major State Revenue and 

Income Not Available) 
  5. Schedule 6 (Schedule of Revenues, Expenditures and Changes in Fund 

Balance - Non-Appropriated Other Funds) 
  6. Schedule 6-1 (Schedule of Revenues, Expenditures, and Changes in Fund 

Balance - Escrow Fund) 
  7. Schedule 8 (Schedule of Federal Financial Assistance) 
  8. Schedule 13 (Schedule of Interagency Receipts) 
  9. Schedule 14 (GASB 34 Revenue Accruals) 
 10. Schedule 15 (Comparison Figures) 
 11. Notes – DO NOT change the note numbering.  If a note does not pertain to 

your entity, put N/A for that note number, and maintain the note numbering 
in the packet. 

 

The deadline for the AFR packet has been moved forward to August 29, 2003.  
We realize this will place an additional burden on the agencies but the change was 
made to accelerate the publishing of the Louisiana CAFR.  Your cooperation in this 
matter will be appreciated. 
 
This format is available as a Word document.  At your request, we will email the format 
to you or, if you prefer, send it to you on diskette.  If you want to use a diskette, please 
send a blank, formatted diskette to OSRAP and we will copy this document and send 
the diskette by return mail. 

 
A copy of the Annual Report must be forwarded under separate cover, with an original, 
signed affidavit, to the Office of the Legislative Auditor, (Post Office Box 94397,  Baton 
Rouge, LA  70804-9397) as they will not send out separate affidavit forms.  Please be 
certain that copies of all schedules are included.  Also, original affidavits must be sent 
to the Office of Statewide Reporting and Accounting Policy. This must  be original 
documents which have been signed and notarized.  Do not staple the reports, use a 
binder clip.   
 
If you should have any questions concerning the above, you may contact the Office of 
Statewide Reporting and Accounting Policy analyst assigned to your agency per the 
following list. 
 
FHK:PS 
Enclosures



 

 
AGENCY ASSIGNMENTS 

 
DEPARTMENT     ANALYST  PHONE # 
 
Office of the Governor (except 107) 
01-100 through 01-133    Deborah Zundel 342-8090 
 
Executive Office 
01-107       Pam Stephens  342-0712 
 
Judiciary (All)      Mark Rhodes  342-0711 
 
Economic Development 
05-249 through 05-259    Deborah Zundel 342-8090 
 
Culture, Recreation, and Tourism 
06-261 through 06-267    Yuchi Fong  342-0709 
 
Department of Transportation 
07-273 through 07-276    Katherine Porche 219-4442 
 
Corrections 
08-400 through 08-416,450,451   Renee Withers 219-4445 
 
Public Safety 
08-418 through 08-425,966,928   Yuchi Fong  342-0709 
 
Natural Resources 
11-430 through 11-435    Pam Stephens 342-0712 
 
Revenue and Taxation 
12-440 through 12-441    Pam Stephens 342-0712 
 
Environmental Quality 
13-850 through 13-855    Pam Stephens 342-0712 
 
Labor 
14-473 through 14-475    Yuchi Fong  342-0709 
 
Wildlife 
16-512 through 16-514    Katherine Porche 219-4442 
 
Civil Service 
17-560 through 17-564    Pam Stephens 342-0712 
 
Retirement (All)     Yuchi Fong  342-0709 
 
DHH and DSS 
09-305/306/307/326/330/340/351   Tonia Jackson  342-1089   
09-311/319      Renee Withers 219-4445 



 

DEPARTMENT     ANALYST  PHONE # 
 
DHH - Mental Health Facilities 
09-331 through 09-338    Nelson Green  342-1090 
 
DHH - Schools 
09-341 through 09-349    Mark Rhodes  342-0711 
 
DSS 
10-355 through 10-374    Clyde Buzzard  342-0710 
 
Education (Excluding Colleges and Vo-Techs) 
19-651 through 19-699    Katherine Porche 219-4442 
 
Special Acts      Nelson Green  342-1090 
 
Other Requirements 
20-906 through 20-980    Inga Kimbrough 342-5509 
 
Group Benefits     Sue Seab  342-1088 
Risk Management     Sue Seab  342-1088 
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UNIT TYPE:  All State Agencies 
PROCEDURES: Sequential Steps in the Preparation of the Annual Fiscal Report 
 
 
 1. Prepare Schedule 3 (Schedule of Appropriated Revenue by Type - General Operating 

Appropriation Funds) Note: ISIS agencies will have to adjust system-generated reports if material 
differences are found. 

 
 2. Prepare Schedule 4 (Schedule of Non-Appropriated Major State Revenue and Income Not 

Available)  Note: ISIS agencies will have to adjust system-generated reports if  material 
differences are found. 

 
 3. Prepare Schedule 1 (General Operating Appropriation Funds, Schedule of Revenues and 

Expenditures - Budgetary Comparison, Current Year Appropriation - Budget - Legal Basis) Note: 
ISIS agencies will  have to adjust  system-generated reports if  material differences are found. 

 
 4. Prepare Schedule 3-1 (Schedule of Adjustment Due to Cash Basis Programs)  For agencies with 

cash basis programs only 
 
 5. Prepare Schedule 6 (Schedule of Revenues, Expenditures and Changes in Fund Balance - Non 

Appropriated Other Funds) 
 
 6. Prepare Schedule 6-1 (Schedule of Changes in Balance(s) – Escrow Fund) 
 
 7. Prepare Schedule 13 (Schedule of Interagency Receipts) 
 
 8. Prepare Schedule 14 (GASB 34 Accruals) 
 
 9. Prepare Schedule 15 (Comparison Figures) 
 
 10. Prepare Schedule 8 (Schedule of Federal Financial Assistance) 
 
 11. Prepare Note presentations. 
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UNIT TYPE:  All State Agencies 
PROCEDURES: Schedule 3 
 
Schedule 3 is a presentation of  Revenue activity for the agency appropriation (general & auxiliary) 
activities.  It is generally intended to reflect activities of ISIS and as such is normally a presentation of 
financial data on a legal budgetary basis.  Non revenue items (i.e. T100, T110, T120, T130, T150, T170, 
T180, T190, T195, T200, T210, T220, T300, T310, T340, T350, T360, T370, T375) are not shown on 
this schedule.  Agencies on central cash management will receive a “lead” Schedule 3.  The information 
on the schedule, as mentioned in the cover letter, is derived from data in ISIS.  DO NOT RETYPE THIS 
LEAD SCHEDULE.  Should you have adjustments, make pencil corrections on the lead schedule in 
Column VII and return it to this office with your packet.  Remember adjustments less than those 
established using the materiality factors shown in the cover letter should not be made.  Those agencies 
not on central cash management may obtain Schedule 3 information from agency manual financial 
ledgers.  The following is the method used in preparing the lead schedules: 
 
1. Enter the three digit ISIS Means of Financing Appropriation Number associated with the detail 

appropriated fund source in Column I. 
 
2. In Column II enter the four digit ISIS revenue source code for revenue collections                 in 

that appropriated fund source. 
 
3. In Column III enter by ISIS revenue source code the total cash receipts received and classified 

through June 30, 2003, from the June 30, 2003, Organization Responsibility Reports (2G00) or 
Appropriation Report (2G15).  Do not include non-revenue items listed above. 

 
4. Under Column IV enter by ISIS revenue source code the total cash receipts on deposit    with the 

State Treasury and not classified as of June 30, 2003, (assumes classification subsequent to 
June 30, 2003).  Refer to ISIS report 5G25 Prior Year Classification of Deposits on File as of 
6/30/03 Report to obtain listing of unclassified receipts and to your July/August monthly 
transaction listings to determine subsequent classification type. 

 
5. Column V is the total of Columns III and IV. 
 
6. In Column VI enter by ISIS revenue source code the accounts receivable which were collected 

and classified between 7/1/03 and 8/14/03 for the reported fiscal year  within    those 
appropriated sources which were not included in either Column III or IV.   

 
7. Agencies on central cash management would record material modified accrual    adjustments to 

ISIS information in Column VII.   
 
8. Column VIII "Total Revenue" is the total of Columns V, VI and VII.  If classifications have been 

accomplished in accordance with established time frames, this amount should agree with the 
August 14, 2003 Organization Responsibility Report (2G00) or Appropriation Report (2G15) for 
fiscal year 2002-2003 except for adjustments in Column VII. 

 
NOTE: The Total Revenue figure may include revenue in excess of budget.  Direct General Fund 
Appropriation and Interim Emergency Board activity are not included on this schedule. 
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UNIT TYPE:  All State Agencies 
PROCEDURES: Schedule 3-1 
 
Section A is a method of adjusting 2003 ISIS Means of Financing for departments (i.e. DHH) who have 
cash basis programs (such as Titles 18 and/or 19).  This schedule is intended to allow a means of  
reflecting revenue accrual data (both 2001-2002 and 2002-2003) against budgetary basis revenue data 
for those units having cash basis programs.  Units without these programs are not required to complete 
Schedule 3-1. 
 
1.  Column I-Enter the three digit ISIS Means of Financing Appropriation Number associated 
 with each fund. 
 
2. Column II-Enter the total revenue from Column VIII of Schedule 3 by means of financing. 
 
3. Column III-Enter the accrual amounts established in 2001-2002 by means of financing, 
 from the Schedule 3-1, column IV in your fiscal year 2002 AFR. 
 
4. Column IV-Enter the 2003 cash basis program accruals by means of financing, i.e., 
 revenues earned prior to June 30, 2003, but which will be deposited to the 2003-04 fiscal 
 year during the period July 1, 2003 through June 30, 2004. 
 
5. Column V-Equals Column II minus III plus IV. 
 
Section B  Schedule 3-1 is a means of adjusting 2002-03 ISIS expenditures for departments which have 
cash basis programs.  
 
Should you feel your agency is required to complete this part of 3-1, call your designated analyst at the 
Office of Statewide Reporting and Accounting Policy for further instructions. 
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UNIT TYPE:  All State Agencies 
PROCEDURES: Schedule 4 
 
 
Schedule 4 is a presentation of non-appropriated (INA, major state and other non-appropriated) revenue 
activity occurring within the agency unit that is not available to finance operations, and as such is 
normally a presentation of financial data on a legal budgetary basis which is normally equivalent to a 
modified accrual basis.   Like Schedule 3, agencies on central cash management will receive a “lead” 
Schedule 4.  DO NOT RETYPE THIS LEAD SCHEDULE.  If you have adjustments, make pencil 
corrections on the lead schedule in Column VIII and return it to this office with your packet.    Those 
agencies not on central cash management may obtain Schedule 4 information from agency manual 
financial ledgers. The following is the method used in preparing the "lead" schedule: 
 
1. In Column I enter the three-digit ISIS Appropriation Number and title associated with the 

Non-Appropriated Fund Source.  (Income not available will not have a separate agency 
appropriation number.  (All Agencies will use XB2.) 

 
2. In Column II enter the four-digit ISIS revenue organization number for the revenue source being 

reported. 
 
3. In Column III enter the four digit ISIS revenue source code. 
 
4. In Column IV enter by ISIS revenue source code for the total cash receipts classified through 

June 30, 2003, received in that collection center from the related ISIS Organization Responsibility 
Report (2G00).  Do not include non revenue accounts (i.e. T100, T110, T120, T130, T150, 
T170, T180, T190, T195, T200, T210, T220, T300, T310, T340, T350, T360, T370, and T375, if 
applicable). 

 
5. In Column V enter by ISIS revenue source code for the total cash receipts on deposit with the 

State Treasurer but not classified as of June 30, 2003, which were classified subsequent to June 
30, 2003, and prior to August 14, 2003.  Refer to 5G25 Prior Year Classification of Deposits on 
File as of 6/30/03 to obtain listing of unclassified receipts and to your monthly transaction listing 
to determine subsequent classification. 

 
6. Column VI is the total of Column IV and V. 
 
7. In Column VII enter by ISIS revenue source code the accounts receivable which were collected 

and classified between 7/1/03 and 8/14/03 for the reported fiscal year which were not included in 
either Column IV or V. 

 
8. Agencies on central cash management would record material modified accrual (see definition on 

preceding pages) adjustments to ISIS information in Column VIII. 
 
9. Column IX "Total Revenue" is the total of Columns VI, VII, and VIII.  If classifications have been 

accomplished in accordance with established time frames, this amount should agree with the 
August 14, 2003 Organization Responsibility Report (2G00) for fiscal year    2002-03 except for 
any adjustments in Column VIII. 
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UNIT TYPE:  All State Agencies 
PROCEDURES: Schedule 1 
 
 
Schedule 1 is intended to represent total general operation activities (both means of financing  
and expenditure activities authorized in the general and auxiliary appropriations acts) on a 
legal budgetary basis.   
 
Schedule 1 is a “lead” schedule produced through ISIS.  It will be made available to those agencies with 
expenditures and/or revenues on ISIS.  DO NOT RETYPE THIS LEAD SCHEDULE. No adjustments 
should be made unless the adjustments are greater than those established using the factors shown on 
the cover letter.  Adjustments to this schedule may include additions to the accrual columns.  Should you 
have received goods and/or services on or before June 30, 2003, and liquidated these invoices from 
your fiscal year 2004 appropriations, this amount will not be reflected on your “lead” schedule.  Material 
amounts of such payments may be reflected as an adjustment in Column IV.  Material  additions to 
accounts receivable would also be reflected as an agency adjustment in Section A of Column IV.  
Remember, it you chose to retype your schedule, please return your pencil changes to this office with 
your packet. 
 
The following is the method used in preparing the “lead” schedule: 
 
1. In Column I indicate 

A. Revenues -  Total actual year-to-date receipts by Means of Financing (exception GF and 
IEB indicate total warrants drawn) from June 30, 2003, Appropriation Report. This should 
equal Column V of Schedule 3 plus any non revenue activity such as T100, T110, T120, 
T130, T150, T170, T180, T190, T195, T210, T220, T300, T310, T340, T350, T360, 
T370, and T375, if applicable. NOTE: T200 should not be included on Schedule 1.  
NOTE: Increases will be due to unclassified cash and will equal the total of the revenue 
accounts shown on Run 5G25. 

 
 NOTE: Agencies not on central cash management, who by law or statute carried forward 

funds into fiscal year 2002-03, should include these amounts in column I. 
 
B. Expenditures -  Total actual year-to-date cash disbursements by programs at June 30, 

2003, Appropriation Report by Agency (2G15).  NON-ISIS agencies may obtain 
information from agency financial records.   

 
NOTE: For ISIS agencies, Column I expenditures are adjusted by system accounts 

payable, debit memos, and returns of appropriation. 
 
2. In Column II indicate 

A. Revenues - no information need be reported on these lines unless receipts classified to 
2002-03 were recognized in error as revenue in the 2001-02 statement.  (Note: This 
does not include Title 18 and 19 or ineligible patient fees for DHH.) 



 

SECTION:  Instructions for Preparation of Annual Fiscal Report        Page 6 
UNIT TYPE:  All State Agencies 
PROCEDURES: Schedule 1 (Continued) 
 

B. Expenditures - indicate those payments for goods and services received  or rendered on 
or before June 30, 2002, and liquidated with fiscal year 2002-03 appropriation.  ISIS 
Report 4G03 lists those documents you submitted with a June 30, 2002, or earlier 
delivery date and liquidated as a fiscal year 2002-03 payment. No adjustments should be 
made for inaccuracies unless the error is greater than those established using the sliding 
scale materiality factors shown on the cover letter.   

 
3. In Column III indicate  

A. Revenues - Total receivables on a legal budgetary basis by Means of Financing. 
(1) General Fund and IEB receivables should equal the actual prior year warrants 

drawn and/or reversed between July 1 and August 14, 2003. 
(2) Means of Financing receivables (lines 4 through 10) should equal Column VI on 

Schedule 3 plus any actual or accrued transfer activity (i.e. T110, T100, T130, 
T120, T180) received or disbursed between 07/01/03 and 08/14/03. 

 (Exception: for DHH agencies DO NOT include Title 18/19 accruals on 
 Schedule 1.) 
 

B. Expenditures – Total accrued liabilities by program may be derived by calculating all 
expenditures (account type 22) that were recorded during the thirteenth period.  This 
would include system vouchers payable, debit memos, or returns of appropriations.  A 
report will be provided to assist you in verifying the accuracy of these numbers.    Column 
III should represent total unliquidated bona fide obligations for goods and services 
received or rendered on or before 6/30/03.  NOTE:  ISIS Agencies: Should your June 30, 
2003, Agency Trial Balance (2G01) reflect a balance for 6335, Vouchers Payable, you 
may obtain the breakdown by program from run 1G07B Unscheduled Payment 
Turnaround Report, and 1G26B EFT Unscheduled Turnaround Report at 6/30/03.  
Should you have credit memos, increase the appropriate program in Column I and 
decrease the respective amounts in Column III for the amount of the credit memo.  
Should you have payables, decrease the appropriate program in Column I and increase 
the respective amounts in Column III. The ISIS report will show accounts payable without 
a sign.  Debit memos will have a negative (-) sign beside the number. 

 
4. Agencies on ISIS would record accrual adjustments to system  information in Column IV.  

Remember, you should include all payables which were not liquidated in the 45 day close period 
with the prior year appropriations, however, you should not include future scheduled lease 
payments which are shown in Note M.  Maintain a detailed list of these payables to back up the 
amount shown on Schedule 1. 

 
5. In Column V indicate the total of Column I, minus Column II, plus Column III, and plus or minus 

Column IV. 
 
6. In Column VI indicate the revised appropriation amount which should agree to the Appropriation 

Report by Agency as of August 14, 2003, or the latest approved BA-7. 
 
7. Column VII "Variance" is the net result of Column VI minus Column V.  NOTE:  If Column VI is 

greater than Column V, the variance would be unfavorable for appropriated revenue and 
favorable for appropriated expenditures.  If Column VI is less than Column V, the opposite would 
be the case. 
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UNIT TYPE  All State Agencies 
PROCEDURES: Schedules  6, and 6-1 
 
 
Schedule 6 is necessary only if the unit has non appropriated operational activities (i.e. Chapel funds, 
Inmate Welfare funds, etc).  Due to the possible diversity of activity type, a free format is provided.  Be 
sure that the "Fund Balances at beginning of year" equals the "Fund Balance at end of year" on the prior 
year's report. 
 
 
 
Schedule 6-1 is necessary for the Escrow Fund, which will be shown on the full accrual basis. This fund 
will show receivables and payables that occurred during the 45-day close plus those amounts attributed 
to prior year activity and not classified to the system.  For this schedule, as it is full accrual, the 45 day 
rule does not apply.  The “Balance at the beginning of year” should be the amount of the carryover to 
the 2002-2003 year.  (It also should be the ending fund balance in the prior year. If it is not the same 
amount, please make a notation.) A credit to revenue is an addition/receivable and a debit to a revenue 
is a deduction/payable.  If your agency uses an expenditure organization, then expenditures  are shown 
as a deduction/payable.  The amounts for the fiscal year 2003 must equal the 2G00, Organization 
Responsibility Report.  The amounts used during the 45-day close must  equal the 2G00 plus off system 
accruals.   
 
 
Note:  As all SAP agencies have the payroll clearing subfund, K98, it will no longer be necessary, or 
possible, for agencies to complete a 6-1 for payroll clearing accounts. 
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UNIT TYPE:  All State Agencies 
PROCEDURES: Schedule 13 
 
 
Schedule 13 is a recapitulation of the total Interagency Receipts reported on Schedule 3, as of August 
14, 2003. 
 
1. In Column I, list the ISIS Agency Number, if applicable, of where the revenue came from (Not 

your agency number.  If you do not know the agency number leave blank.) 
 
2. In Column II, list the name of the agency, college, internal service fund, etc. that provided the 

revenue. 
 
3. In Column III, enter the amount received from each source at June 30, 2003. 
 
4. In Column IV, enter the amount of unclassified cash for each source at June 30, 2003. 
 
5. In Column V, enter the amount of accounts receivable for each source received during the 45 

day close. 
 
6. In Column VI, enter the total revenue received from each source and this should equal the sum 

of columns III, IV, and V. 
 
***Schedule 13 totals must equal Schedule 3, Line C, Columns III, IV, VI, and VIII totals.*** 
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UNIT TYPE:  All State Agencies 
PROCEDURES: Schedule 14 
 
Schedule 14 is for GASB 34 revenue accruals by funding source , organization number, and object..   
 
Revenues under the modified accrual basis are recognized when they become measurable and available 
and are consequently reflected on Statements 1, 3, 3-1, and 4, for example.   Under GASB 34, we must 
also reflect those revenues which have become measurable regardless of availability.  Show on 
Schedule 14 the gross revenues you have earned which are not reflected on any of the aforementioned 
schedules.  Then, list the allowance for uncollectibles by funding sources. 
 
In the last section list, by source, the amounts included but not expected to be collected in one year. 
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UNIT TYPE:  All State Agencies 
PROCEDURES: Notes 
 
 
Note B - This amount must agree with the amounts shown by the State Treasurer.  List where these 
monies are being held – ie. cash in bank, cash on hand, receivable, or payable. 
 
Note C - Deposits and Investments - The purpose of this note is to disclose the related risk associated 
with deposits and investments held for the state by financial institutions.   
 

1. Deposits with Financial Institutions – We now have separate notes for cash in the State 
Treasurer and cash not in the State Treasurer.   Cash and cash equivalents include only those 
amounts on deposit in financial institutions and do not include cash on hand or petty cash 
maintained at your agency.     

 
 The total of cash, Certificates of Deposit, and Other should be your reconciled bank 

balances at June 30.  The amounts reported in the bank balances section should be the 
ending balance on your June 30 bank statement.   

 
2. Investments - For those investments meeting GASB 31 reporting requirements this must be 
fair value. 

 
 If you are reporting investments held outside the State Treasury, you must provide the 

additional disclosures as requested in Section 3 of this Note. 
 
Note E – Indicate the inventory at June 30, 2003.   
 
Note F - Total amount of seed(s) must equal the records of the State Treasurer.  This should agree with 
revenue source T220 on the 2G01 report.   
 
Note G- Deferred Revenues will be mainly from Department of Health and Hospitals, Department of 
Social Services, and Education.   This represents the Federal revenue that was received during the fiscal 
year and not earned. 
 
Note J - Leave balances, both annual and compensatory, will be sent to you from OSRAP. 
 
Note M – Sections 1 and 2 of this note apply only to those arrangements in which the agency is the 
lessee.  Revenue leases, those leases where the agency is the lessor, are  to be reported on this note in 
Sections 3 and 4.  Do not include intra agency leases. 
 
Note Q - In-kind contributions are often the result of match for a grant.  An example would be the loan of 
office space by a local government to satisfy a match requirement on a federal grant. 
 
Note R - The totals for this note can be found on the HR Report ZF75, SI Payroll Posting Report (which 
will be provided by OSRAP to the agencies).  Column I must agree with Note R from FY ‘02.  This note 
impacts Schedule 1 and possibly Schedules 3 and 3-1.  The information will be sent to you from 
OSRAP. Remember to list all payroll accruals by program.  Regardless of payroll accrual amounts, all 
sections of this note must be completed. 
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UNIT TYPE:  All State Agencies 
PROCEDURES: Notes 
 
 
Note U – The only information you have to provide is the ending balance of cooperative endeavors by 
funding source. 
 
Note W- You must include any activities that occurred after June 30 that impact your agency and are not 
already reflected in the financial reports.  This will include activities that may impact any following fiscal 
year’s operations. 
 
Note Y – Since the agencies no longer have a Statement A, include the amount of the agencies prepaid 
expenses.  
 



 

 
 

Schedule Number 
 STATE OF LOUISIANA 
 Annual Fiscal Reports 
 Fiscal Year Ending June 30, 20__ 
 
 __________________________________________ 
 (Agency Name) 
 

Send to:      Send to: 
Division of Administration    Legislative Auditor 
Office of Statewide Reporting    P. O. Box 94397 
  and Accounting Policy    Baton Rouge, Louisiana  70804-9397 
P. O. Box 94095 
Baton Rouge, Louisiana  70804-9095 

 
 AFFIDAVIT 
 
Personally came and appeared before the undersigned authority, __________________________ 

(Name)_______________________________(Title) of____________________________(Agency) who 

duly sworn, deposes and says, that the financial reports herewith given present fairly  financial 

information of _______________________________________________ (agency) at  June 30, 20__ 

and the results of operations for the year then ended in accordance with policies and practices 

established by the Division of Administration or in accordance with Generally Accepted Accounting 

Principles as prescribed by the Governmental Accounting Standards Board.  Sworn and subscribed 

before me, this __________ day of ________________,____. 

 
 
____________________________________ ______________________________________ 
 Signature of Agency Official     NOTARY PUBLIC 
 
 
Prepared by: _________________________________ 

Title: _______________________________________ 

Telephone No.: _______________________________ 

Date: _______________________________________ 

 



 

 
Schedule Number 

 
 STATE OF LOUISIANA 
 Annual Fiscal Reports 
 Fiscal Year Ending June 30, 20__ 
 
 __________________________________________ 
 (Agency Name) 
 

Send to:      Send to: 
Division of Administration    Legislative Auditor 
Office of Statewide Reporting    P. O. Box 94397 
  and Accounting Policy    Baton Rouge, Louisiana  70804-9397 
P. O. Box 94095 
Baton Rouge, Louisiana  70804-9095 

 
 AFFIDAVIT 
 
Personally came and appeared before the undersigned authority, ____________________ (Name) 

__________________________________(Title) of_______________________________(Agency) who 

duly sworn, deposes and says, that the financial reports herewith given present fairly  financial 

information of _______________________________________________ (agency) at  June 30, 20__ 

and the results of operations for the year then ended in accordance with policies and practices 

established by the Division of Administration or in accordance with Generally Accepted Accounting 

Principles as prescribed by the Governmental Accounting Standards Board.  Sworn and subscribed 

before me, this __________ day of ________________,____. 

 
 
____________________________________ ______________________________________ 
 Signature of Agency Official     NOTARY PUBLIC 
 
 
Prepared by: ________________________________ 

Title: ______________________________________ 

Telephone No.: ______________________________ 

Date: _______________________________________ 










































































